
UNDP eTendering:
User Guide for Bidders  

January 2018



Quick References to the Guide 
TheUNDPeTenderingGuidefor Biddersis a manualfor individualsor companieswho wish to participatein a UNDPtender

asa supplierandarerequiredto submitthe bid on the UNDPeTenderingSystem.

Forquickreference,youcannavigatedirectlyto a specifictopic by clickingon the relevanthyperlink:

ÅTocreatea profile andregisterasa bidder in the eTenderingsystem,pleaserefer to the sectionon how to Registera
BidderProfile.

ÅTosearchfor Tendersanddownloadtenderdocumentswith or without a registereduseraccountpleaseclickhere.

Å If you alreadyhavean eTenderingaccountandwant to participatein a tender,pleaserefer to the sectionon How to
Submita Bid

Å If youhaveaneTenderingaccount,but haveforgotten yourpassword,pleaseclickhere.

Å If you are experiencingany technicaldifficulties with signingin, registration,or bid submission,pleaserefer to the
sectionon HelpdeskSupport.

TheTableof Contentsprovidesa detailedoverviewof all the topicscoveredin this UserGuide.
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1.0 Introduction

This section covers the bid submission process including how to search and view events in the 
system, how to participate in an event and prepare your bid response, and how to make the final bid 
submission and confirm that the bid has been submitted.

ü1.1 Overview of the guide

ü1.2 What is eTendering?

4

Click to return to 
TOC
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1.1 How to use the Guide

This guide is organized in several sections that correspond to  different functions of the eTenderingsystem such as 

registration, submitting bids, maintaining profile, etc. Each section has its specific background colour. 

The Table of Contents (TOC) provides an overview of the document content. It contains hyperlinks to the exact page of the 

content in the document so the reader can navigate directly to the relevant section. Each section starts with a brief overview 

of the content of that section with hyperlinks.

Throughout the document, there are three types of hyperlink:

- Hyperlink buttons that will take reader to the main TOC, found at the top right corner of each main chapter page, such as 

the one on this page.

- Hyperlinks that take readers to the beginning of the current section, usually found at the bottom left corner like in this 

page.

- Hyperlinked words that take reader directly to a location of the document related to the text. For example, by clicking on 

the hyperlinked TOC here, the reader can go directly to the TOC page of this document.

5
Click to return to 

Introduction
Main Page
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TOC
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The eTenderingmodule is designed to facilitate the UNDP Tender process through online interaction. The system aims to 
enhance the integrity and transparency of the tender process and also enables the streamlining of the procurement process: 
Bidders can use eTenderingto submit their bids, view solicitation documents and receive automatic notifications from the 
system whenever an event has been modified. 

The eTenderingǎȅǎǘŜƳ ŀŘŘǊŜǎǎŜǎ ¦b5tΩǎ ŦǳƴŘŀƳŜƴǘŀƭ ǇǊƻŎǳǊŜƳŜƴǘ ǾŀƭǳŜǎΣ ǎǳŎƘ ŀǎ fairness, integrity, transparencyand 
accountability. 

Some of the main benefits of the eTenderingsystem are:

VNo late submissions are accepted:The system will automatically not accept any bid after the deadline.

VElectronic sealed bids:The eTenderingsystem encrypts the bids submitted in the system and does not allow anyone to view 
any information provided before the bidding deadline.

VElectronic stamping of the bids:The system stamps all information submitted by bidders and prevents anyone from altering, 
deleting, or adding anything to the bid after the deadline for submission.

VStreamlines the bidding process:Bidders can register in the system, retrieve all information and solicitation documents, and 
receive automatic notifications on certain stages of the procurement process. Bidders may also submit their bid online, edit 
it directly in the system, and receive automatic notifications once the evaluation is finalized and the contract is awarded.

VProvides an audit trail:As the eTenderingsystem records all activity in the system, it keeps an audit trail for increased 
accountability and transparency.

1.2 What is eTendering?

6
Click to return to 

Introduction
Main Page
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2.0 Submit a Bid
This section covers the bid submission process including how to search and view events in the system, how to participate in an 
event and prepare your bid response, and how to make the final bid submission and confirm that the bid has been submitted.

7

Click to return to 
TOC
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2.1 Search for Tenders
Å Log in and Basic Search

Å Advanced Search

Å Download Tender Documents

2.2 Participate in Tender

Å Accept Invitation

Å Bid on Event

Å Answer Bid Factors

Å Insert Line Items, Quantity and Unit Prices

Å Upload Supporting Documents

Å Save Bid for Later

2.3 Submit Bid
Å Check Responses

Å Submit Bid

Å Review Bid Confirmation

2.4 Prepare a Bid Submission Offline (Optional)
Å Submitting a Bid in .XML

Å Download .XML Event Package

Å Open .XML File in Excel

Å Complete Bid Responses in Excel

Å Upload File into the System and Submit Bid
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Search & view event

Accept invitation

Click on ñbid on eventò

Answer bid factors

Insert prices

Upload documents

Check responses & submit bid

1

4

3

2

5

7

6

UNDP eTenderingUser Guide for Bidders - January 2018

A Quick Guide to Submitting a Bid on eTendering
The main steps to submitting a bid on eTenderingare as follows



2.1 Search for Tenders ςLog in the system

To start participating in a tender through the eTenderingsystem, go to https://etendering.partneragencies.org and log 
in using your registered username and password. 

9
Click to return to 
Submit Bid Main 
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If you are already registered in the system but do not 
remember your password please do not register again.

If you have forgotten your password, you need to click 
on the Forgotten Password link and create a new 
password.

IMPORTANT

It is possible to search tenders and download tender 
documents by logging with the guest account  username 
Event.guestaccount.

ÁUsername: event.guest, 
Ápassword: why2change

To submit bids however, you must Registerfirst

Tip

https://etendering.partneragencies.org/


2.1 Search for Tenders ςGo to Search Page

Once you are logged in to your eTenderingŀŎŎƻǳƴǘΣ ǎŜŀǊŎƘ ŦƻǊ ƻƴƎƻƛƴƎ ŜǾŜƴǘǎ ōȅ ƴŀǾƛƎŀǘƛƴƎ ǘƻ ǘƘŜ άManage Events and 
tƭŀŎŜ .ƛŘǎέ Menu  >/ƭƛŎƪ ƻƴ ά±ƛŜǿ 9ǾŜƴǘǎ ŀƴŘ tƭŀŎŜ .ƛŘǎέ
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Click to return to 
Submit Bid Main 
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2.1 Search for Tender ςUse basic search filters

Clickonά{ŜŀǊŎƘέ.

All results for ongoing tenders
from Afghanistan will be
displayed at the bottom of the
screen. 11

You can use the search engine to filter and view 
ongoing tenders by Country, Event ID, Event Name, 
Event Type or Status. 

Click to return to 
Submit Bid Main 

Page

To filter and view tenders launched by a specific Country, e.g. 
Afghanistan, click on the magnifying glass icon next to Event ID
select Afghanistan from the drop down list.

Example



It is possible to search the system for ongoing events for specific items that are of interest to the Bidder. Once you are inthe search area, click on 
ά!ŘǾŀƴŎŜŘ {ŜŀǊŎƘ /ǊƛǘŜǊƛŀέ ǘƘŜƴΣ ƛƴ ǘƘŜ ŦƛŜƭŘ άLǘŜƳ 5ŜǎŎǊƛǇǘƛƻƴέ, type in an item that you are interested in bidding on.

12
Click to return to 
Submit Bid Main 
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To search for all ongoing Events that contain 
άcomputerέ ƛƴ ǘƘŜ ƭƛƴŜ ƛǘŜƳΣ ǘȅǇŜ 
άcomputerέ ƛƴ ǘƘŜ Item Descriptionfield.

Click on Searchand view the search results 
below.

Example

2.1 Search for Tenders ςAdvanced Search
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¢ƻ ǎŜŀǊŎƘ ŦƻǊ ŀ ǎǇŜŎƛŦƛŎ ŜǾŜƴǘΣ Ǝƻ ǘƻ ǘƘŜ ŦƛŜƭŘ ǘƛǘƭŜŘ ά9ǾŜƴǘ L5έ and enter the Business Unit/Country Code in the first
ōƻȄ ƻƴ ǘƘŜ ƭŜŦǘ ŀƴŘ ǘƘŜ ά9ǾŜƴǘ L5έ in the first box on the right.

To view the details of the Event and 
download tender documents, click on 
the Hyperlinked Event ID.

13

2.1 Search for Tenders ςDownload Tender Documents

Click to return to 
Submit Bid Main 

Page

to view Event 0000001595, launched by 
UNDP Headquarters (Code UNDP1), enter the 
details under the Event ID field as shown.  

/ƭƛŎƪ ƻƴ ά{ŜŀǊŎƘέΦ

Example
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Click to return to 
Submit Bid Main 

Page

When you are on the Event Details page of the event you are interested in, you can download tender documents by
clicking on the ά±ƛŜǿ ōƛŘŘƛƴƎ ŘƻŎǳƳŜƴǘǎέ link at the top right of the page. 

2.1 Search for Tenders ςDownload Tender Documents



To download the solicitation documents, click on the magnifying glass icon next to each attached file.
To return to theά9ǾŜƴǘ 5Ŝǘŀƛƭǎέ tŀƎŜΣ ŎƭƛŎƪ ƻƴ άhYέΦ

15
Click to return to 
Submit Bid Main 
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The .xml document is not a solicitation document.It 
is a file that allows a bidder to prepare their bid 
responses offline and then upload it into the system in 
XML. format. For more information, click here.

IMPORTANT

Ensure that pop-ups are enabled on your internet 
browser before downloading a document.

Tip

2.1 Search for Tenders ςDownload Tender Documents



Click on the άAccept invitationέ to receive automatic notifications whenever the tender is modified.
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Click to return to 
Submit Bid Main 
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Please note that your account will be 
automatically deactivated after 3 
months of inactivity. If this happens, 
please contact the procurement focal 
point of the event for support. To 
ensure your account remains active, 
login to your account a few times a 
month.

IMPORTANT

To subscribe and further participate in 
a Tender, you must Registerfirst.

Tip

2.2 Participate in Tender ςAccept Invitation to Subscribe



2.2 Participate in Tender ςStart creating a bid response
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Click to return to 
Submit Bid Main 

Page

hƴŎŜ ȅƻǳ ƘŀǾŜ ŀŎŎŜǇǘŜŘ ŀƴ 9ǾŜƴǘ ƛƴǾƛǘŀǘƛƻƴΣ ƻǇŜƴ ǘƘŜ ά9ǾŜƴǘ 5ŜǘŀƛƭǎέpageŀƴŘ ŎƭƛŎƪ ƻƴ ά.ƛŘ ƻƴ 9ǾŜƴǘέ  to start creating your 
responses.



2.2 Participate in Tender ςKey Components of an online Bid

18

In order to submit a bid on eTendering, bidders are usually required to complete the following 3 key processes:

üAnswer bid factors

üInsert  quantities and unit prices for the items required.

üUpload supporting documents

Follow the instructions in the guide to complete your bid.

Click to return to 
Submit Bid Main 

Page
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Bidders may be prompted to answer event questions (bid factors) that will be used in the final evaluation and awarding of the
ǘŜƴŘŜǊΦ ¢ƘŜ ōƛŘ ŦŀŎǘƻǊǎ Ƴŀȅ ǾŀǊȅ ōȅ ǘƘŜ ǘȅǇŜ ƻŦ ǊŜǎǇƻƴǎŜ ǘƘŀǘ ƛǎ ǊŜǉǳƛǊŜŘΦ {ƻƳŜ ǿƛƭƭ ǊŜǉǳƛǊŜ ŀ άyes/noέ ǊŜǎǇƻƴǎŜΣ ƻǘƘŜǊǎ Ƴŀȅ 
require typed answers, or numerical input. Please read each question carefully before submitting your reply.

Bid Required:When a question is 

marked by a red star, it means that 
answering the question is mandatory to 
make a qualified bid.

Click to return to 
Submit Bid Main 

Page

Ideal Response Required: When 

a  question is marked by a folder and 
red star you must answer the question 
with an ideal response. For example in 
Question 1 on the left, the ideal 
response is yes. You can only answer 
yes for this question.

UNDP eTenderingUser Guide for Bidders - January 2018

2.2 Prepare Bid Response ςAnswer Bid Factors
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Insert your bid price in the required fields.

Click to return to 
Submit Bid Main 

Page
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For RFPs you must:
ÅEnter 1 for the Bid Price
ÅUpload your financial proposal as a password protected PDF 

attachment

IMPORTANT

ÅThe bid currency of the event
ÅThe instructions in the solicitation 

documents (ex. Is a detailed price 
schedule requested? Is a password 
protected financial proposal required? 
Etc.)

Pay particular
attention to: 

2.2 Prepare Bid Response ςInsert quantities and unit prices
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Submit Bid Main 
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¢ƻ ǳǇƭƻŀŘ ǎǳǇǇƻǊǘƛƴƎ ŘƻŎǳƳŜƴǘŀǘƛƻƴ ǘƻ ȅƻǳǊ ōƛŘΣ ŎƭƛŎƪ ƻƴ ǘƘŜ ά±ƛŜǿκ!ŘŘ DŜƴŜǊŀƭ /ƻƳƳŜƴǘ ŀƴŘ !ǘǘŀŎƘƳŜƴǘǎέ 
ŀǘ ǘƘŜ ά9ǾŜƴǘ 5Ŝǘŀƛƭǎέ page.

2.2 Prepare Bid Response ςUpload Supporting Documents



22

/ƭƛŎƪ ƻƴ ά¦ǇƭƻŀŘέ ŀƴŘ ǘƘŜƴ ŎƭƛŎƪ ƻƴ ά.ǊƻǿǎŜέ to locate and select the file you want to upload from your computer. 
hƴŎŜ ȅƻǳ ƘŀǾŜ ǎŜƭŜŎǘŜŘ ǘƘŜ ŦƛƭŜΣ ŎƭƛŎƪ ƻƴ ά¦ǇƭƻŀŘέagain.

Click to return to 
Submit Bid Main 

Page
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2.2 Prepare Bid Response ςUpload Supporting Documents
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¢ƻ ǳǇƭƻŀŘ ŀ ƴŜǿ ŦƛƭŜΣ ŎƭƛŎƪ ƻƴ ά!ŘŘ bŜǿ !ǘǘŀŎƘƳŜƴǘέ ŀƴŘ ǘƘŜƴ ά.ǊƻǿǎŜέ to locate and select the file you want to 
ǳǇƭƻŀŘΦ hƴŎŜ ȅƻǳ ƘŀǾŜ ǎŜƭŜŎǘŜŘ ǘƘŜ ŦƛƭŜΣ ŎƭƛŎƪ ƻƴ ά¦ǇƭƻŀŘέagain.

Click to return to 
Submit Bid Main 

Page
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2.2 Prepare Bid Response ςUpload Supporting Documents


























































































































